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The Course Maahim Aaaowitijig described Ln tliis syllabus provides for "hands 
on" instruction in the operation of accounting nuichincs such as the 
Burroughs L6000, the Monroe Fresidont, the NCR 399^ the Olivetti P6a3, and 
others . 

The idea for developing this course originuted witli the BurcMu of Business 
Education and was based on a need shown by the locul schools with which this 
bureau is in contact. Accoujiting machines arc used by many mcdiujn=si^ed 
businesses and public agencies, and many high schools, area occupationnl 
education centers, and adult programs in Now York State arc offering courses 
in the operation of these machines* 

Accounting machines have a limited data storage capacity and in some firms 
the functions of these machines have been taken over by more versatile, more 
sophisticated (although mucli more expensive) automatic data processing 
systems. Also ADPS equipment is shrinking in size and cost. These factors 
have^ created a tendency toward decreasing use of accounting machines. How- 
ever, other forces arc present which militate toward increasing use of 
accounting machines. 

Information from sources such as the OaaupaHo7i Outlook Handbook indicate 
that the need for operators of accounting machines is likely to increase^ 
although slowly, in New York State in the next few years. Taken together, 
all the factors mentioned have caused changes in demand for operators of 
accounting machines which vary from one part of the. State to another. 
Before introducing a program for training operators of these machines, the 
local education agency should ascertain that the number of job openings 
avail able justifies the expense of the program. 

The subject matter in this book can be used in either a secondary or 
continuing education course or module. As presented, it is suitable for a 
full-year secondary school course and fits into three different secjuences 
in a business program, as explained in the Introduction. Further informa- 
tion on learning objectives, prerequisites, course sequences , and course 
credits are also given in the Introduction. 

An instructor or administrator who needs help in planning or conducting a 
course using this publication may contact the Bureau of Business Oducation. 

Hobart H. Conover, CM&f 
Bureau of BusirmBB Eduaation 



Douglas T. Adamson, Dimator 
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The subject matter contained in this book is prosGnted as a fulUyonr 
high school course covering 120 clock-hours of instruction. The use of 
only selected parts of the subject matter permits the giving of a one= 
semester (SO-hour) high school course^ or a 50-hour module, or a mndulc 
of 10 to 15 hours. The number of units of credit applicable is ex- 
plained on page 3. 

bQ-WoiXA ModuZz 

A 60-hour module in machine accounting, besides being suitable for a one-^ 
semester high school course^ is also appropriate as an advanced adult course 
The content of such a course could be offered as two 30-hour modules. 
Content for the 60 hours is as follows: 



Part Within Topic Class 

Section . il£H£i 



Section ^ 

I, Use of Accounting Machines in Business h 

II, Jobs Using Accounting Machines 

III, Use of an Adding Machine \ 

rV. Problems to be Solved on Adding Machine j ^ 

Section 2 

I, Ma"ch in ©""Forms CPayroU) 1*2 

I I, A, Source Documents (Have students compute time and 6 

earnings dataO 

II, Preparation for Posting CPayroU) 1 
III, Problem 1, Basic Posting Procedure 1 

IV. Problem 2^ Basic Posting Procedure I 4 

V. Problem Comprehensive Payroll Procedure - 

VI. Problem 4^ Comprehensive Payroll Procedure \ ^ 

(Give the students completed Time Cai^ds.) J ^ 

Section 5 

I. Machine Forms CAccounts Payable) 1% 

n.A. Preparation for Posting (Accounts Payable) Ih 

Il.C.l.a. Posting Charges (Purchases) with Distribution, 8^2 

Method I, (Group Totaling). (Cover two 

problems. ) 

Il.C.l.b. Posting Charges (Purchases) with Distribution, Sh 
Method II, (Without Group Totaling). (Cover 
two problems. ) 

II. C. 2. Posting Credits (Cash Disbursements) with 20 

Distribution. (Do two problems.) 



Total hours 60 
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30'HoLUt ModLLld 

A 30-hour module is useful not only as an adult cour^n but also as part of 
a course in office practice. The content suggested for such a course is 
as follows: 

Part Within Topic Class 
Section _________ Hours 



Section 1 

I. Use of Accounting Machines in Business h 

11, .Jobs Using Accounting Machines ^ 

III* Use of ^nn Adding Machine 1 j 

IV. Problems to be Solved on Adding Machine J ^ 

Sectio n 2 

I . Machine F o rnis ( P ay r u 1 1 ) IH 

II, A, Time Card [as a source document). (Oxplain 1 

only. Give students time and pay data for 
posting 0 

II.B, Preparation for Posting (Payroll) "1 

I I X. Hntry of Payroll Data j ^ 

lit. Problem 1, Basic Posting Procedure. (Provide 4 

completed Time Cards.) 

S ection 4 

I, NTachine Forms to be Used (Accounts Receivable) ] ^, 

II, Entry of Accounts Receivable Data J 

I EI. Preparation for Posting (Accounts Receivable) Ih 

V.A.I, Posting Charges (sales) with Distribution (in 7 

a Zero Proof System), (Cover Method 1 only, 
Posting with Group=Totaling . ) Include two 
prob lems * ) 

V.B. Posting Credits (Cash Receipts) with Distribution 10 

(Cover two problems.) 

Total hours 30 
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A module of 10 to 15 hours is suitable as a part of a course in office 
practice. Suggested content for such a modulo is as follows: 

Part Within Topic Class 
Section Hours 



(Continued on next page) 



Section 1 

I, Use" of Accounting Machines in Business 

Section 4 
I. Machine Forms to bo Used 

II, Entry of Accounts Receivable Data 

EII. Preparation for Posting 'i^l 

V.A.I, Posting Charges (sales) with Distribution (in a 5-7 

Zero Proof Systom) , Cover Method I onlyj Posting 
with Group-Totaling, 



Part Within 
Section 



Topic 



Class 
Hours 



V.B. Posting Credits (cash receipts) with Distribution, 4-6 

Assign one problein. Give students total credit 
and credits to post. 

Total hours YO-Ts 

Objgatlvu 

Objectives for each section of the full=year (120-hour3 course arc given 

at the beginning of each section. For the modules of other lengths * 

the objective (ov objectives) can be selected from the section objectives. 

It has been found that students in a machine accounting course learn the 
theory of bookkeeping and accounting as they learn to operate a machine. 
Therefore, no previous training in either bookkeeping or accounting (noi^ 
in any other business subject) is requiiwd for admission to Machine 
Accounting. However, previous instruction in bookkeeping and accounting 
or business mathematics is very desirable for those entering this course. 
Skill in t>'ping and in the operation of an adding or calculating machine 
is also valuable for learning machine accounting, 

CouA6e Oxe^dLt 

One unit of credit may be granted for a full=ycar, single -period course in 
Machine Accounting covering at least 120 clock -hours of instruction. A 
I -unit of credit may be granted for a 1 -semes tor, singles-period course 
(60 clock-hours) or its equivalent .- Credit for modules of a shorter duration 
should be granted only as part of a series of related modules aggregating half 
a unit or more. in any case, credit may be gr£inted only in i-unit multiples. 
Note: In each case, daily out-of- class work is required for the same number 
of hours as the instructional hours. For the 1-unit coui'sc, 120 hours of 
out-of -class work is required^ for the i-unit course , 60 hours. 

The following 3-unit sequences are recommended as appropriate for students 
desiring to develop entry-level job proficiency in machine accounting: 

Typewriting I Typewriting I 

Bookkeeping/Accounting I Office Practica'^ T^:^^^^^^^ 

Machine Accounting Machine Accounting 

Typewriting I 
Machine Accounting 
Data Processing I 

When Machine Accounting is offered as a i-unit course, it should be paired 
with another i-unit course to be part of a 3-unit vocational sequence. Three- 
unit sequences involving a i-unit course in Machine Accounting must be 
approved by the Bureau of Business Education before credit can be granted 
for them. 
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OBJECTIVES , 

Upon completion of this section, the student will be able to; 

1. Demonstrate knowledge of the evolution of accounting machines 

2. Name several kinds of businesses and jobs in which accounting 
machines are used 

3. Name and point out all the operating parts of one of the accounting 
machines available in the classroom and tell the function of all 
keys and controls 

4* Name five kinds of accounting operations which can be completed on 

an accounting machine 
S, Do simple problems on an accounting machine involving the following 

operations: clear ^ add, subtract ^ multiply, subtotal, carry over, 

and total 



CONTENT OUTLINE 



CONTCNT DETAILS AND TEACHING SUGGESTIONS 



Use of Accounting Machines 
in Business 



A. Types 



Briefly trace the development of accounting 
machines from simple posting machines to modern 
electronic alphanumeric machines. 



li Design 



Manufacturers follow similar principles of design 
for all accounting machines, whether mechanical 
or electronic. 



2. Operation principles 



The principles of operation are similar on all 
accounting machines whether mechanical or elec- 
tronic and regardless of capacity* 



3. Models available 



Prepare a bulletin board showing machines with 
different capacities and features. This will 
give students a general background on accountin| 
machines , 



B, Kinds of businesses 

using accounting machines 

1, Medium^sized 
businesses 



Retail fuel oil companies, wholesale food dis- 
tributors, restaurant suppliers ^ banks, manufac-* 
turers, and Ol ler medium-sized businesses use 
accounting machines. Contact some of your local 
businesses and inquire about the make and model 
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CONTENT OUTLIhE 



2. Large businesses 
C, Records processed 



II, Jobs Using Accounting 
Machines 

A. Entry level jobs 



Advanced jobs 



II. Use of an Adding Machine 



CONTCNT DETAILS AND TEACHING SUGGESTIONS 

of the machines they use, the applications, and 
the employment possibilities for your graduates. 
If possibiej obtain copies of their source docu- 
ments and machine forms. 

Accounting machines are usually used as auxiliary 
equipment only in large businesses* 

Operations processed on accounting machines 
include the following: 
» Payroll 

* Accounts Payable 

* Accounts Receivable 

* Billing 

* Age Analysis 

There are many variations o£ the problems 
typically done by accounting machines, but all of 
them follow very closely the method shovsm in this 
syllabus . 



Following are some entry- level jobs on accounting 
machines i 

• Billing clerk 

• Bookkeeping machine operator 

• Payroll clerk 

• Accounts payable clerk 

• Accounts receivable clerk 

Have students collect employment advertisements 
for these jobs at the entry level. 

The following are more ivanced jobs to which the 
machine bookkeeper migh progress: 

• Assistant (or junior) bookkeeper 

• Bookkeeper 

• Office manager 
9 Accountant 

Discuss experience and education needed for these 
jobs , 

Teachers have found that the simplest way to 
introduce pupils to aoGOimting maQhin&s is through 
instruction on adding machines. They are similar 
in many ways , 
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CONTENT OUTLINE 



CONTCNT DETAILS AND TEACHING SUGGESTIONS 



A. Parts of an adding 
machine 



B* Operations on an 
adding machine 



Spend a few minutes orienting pupils to the parts 
of adding machines and briefly explain what each 
part does. Any adding or calculating machine s 
preferably with a tape, can be used, Tlie main 
parts are: 
« Keyboard 

« Plus key (motor bar) 

• Minus key 
m Total key 

• Correction key 

• Subtotal key 

• Spacing mechanism 

Mention the operations performed on the adding 
machine and explain each briefly. The principal 
operations are: 

• Clearing 

• Adding 

• Subtracting 

• Subtotaling 

• Multiplying 

• Carrying over amounts 
6 Totaling 

9 Correcting errors 

• Setting spacing mechanism 

• Inserting tape into machine 



IV, Problems to be Solved on 
Adding Machine 

A* Simple introductory 
problem 



Prepare three adding machine problems like the 
one below. Have all students do all three until 
they do them without error. Tapes corrected 
properly by the machine are acceptable. 



1 , Sample problem 



Sample Problen 



2. Operations performed 
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Regular earnings 

Overtime earnings 

Gross earnings 

Deductions i 

tax 
PICA 
NYST 
Hosp, 

Net pay 



;84,00 
16.20 



12.80 
5.40 
3, 10 
2,50 



Tape Answer 
.00' 

CO 
CO 
CO 



84.00 
16, 20 
100. 20S 
12,80 
5.40 
3.10 
2.50 

76.40* 



Note that along with the problem abovej the fol- 
lowing operations are to be covered* inserting 
tape, Setting spacing, , clearings adding, sub- 
tracting, correcting^ subiotaling, and totaling. 



CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



3. Explanation of 
s)Tnbols 



B* Multiplying on an 
adding machine 



Sample Probler 



Explain the meaning of the various colors and 
syTnbols that print on the tape when certain keys 
are pressed, Examples are: 

* s plus total and cleared 

S s plus subtotal 

CR = negative total and cleared 

CR » negative subtotal 

black =s positive 

red = negative 

Design three problems similar to the one below 
and have the students do all three until perfect. 
Tapes corrected properly by machine are acceptabl 

Tape Answer 



35 hours x $2.40/hr. 


CMultiplying by 




stepover method 


with 


of repetitive 




addition) 


Manual solution 




C+] 2.40 








C+) 2.40 




$2,40 




C+3 2.40 




X 35 




C+3 2.40 




12,00 




C+3 2.40 




72.0 




C+3 24.00 




$84.00 




C+3 24.00 








C+3 24.00 








84.00* 




Machine solution 










1 







Press $2.40 five times 
then: 

Press $24.00 three times 

then: 

Total-^'- 



C, Combined operations Design five problems like the sample problem 

which follows and have the students do all 
five tapes until perfect* These should be 
done by the students in 30 minutes. 



This problem combines clearing^ multiplying, 
adding, subtracting, subtotaling, and totaling 
with carrying over, (The problem appears on the 
next page.) 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



1, The problem 



a. Instructions 



Sample Problem 



=35 Regular hours x $2.40/hr. 
4i Overtime hours x $3.60/hr. 



Deductions * 
W. Tax 
PICA 
NYST 
Hosp, 

Regular earnings ^ 7 
Overtime earnings = ? 



$12,80 
5.40 
3.10 
2.50 



Carry over to the second tape the regular and 
the overtime earnings and arrive at the gross 
earnings as a subtotal. Subtract the deductions 
and arrive at the net pay. 



b. First tape 



c. Second tape 



Regular earnings 



Overtime earnings 



Regular earnings 
Overtime earnings 
Gross 
W. Tax 
PICA 
NYST 
Hosp. 
Net Pay 



24.00 
24.00 
24,00 
84.00* 



First Tape 

(+) 2.40 

C+3 2.40 

(+) 2.40 

C+3 2.40 

C+3 2.40 
C+) 
C+) 

(+3 

C+] 1.80 

C+) 3.60 

C+3 3.60 

C+3 3.60 

C+3 3.60 
16.20* 

Second Tape 

.00* 
C+3 84.00 
C+3 16.20 

100. 20S 
C-3 12.80 
C-3 5.40 
CO 3.10 
C-3 2. SO 
76.40* 



Clearing 



Multiplying 



Totaling 



Subtotaling 



Clearing 

Carry over and adding 
Carry over and adding 
Subtotal 



Subtracting 
Totaling 
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CONTCNT OUTLIMi 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



V* Orientation to Accounting 
Machine 

A, Features of accounting 
machine 



1. List of parts 



Spend a few minutes going over the parts of your 
accounting machines and briefly explain what 
each part does. Inform your students that the 
major features of all accounting machines are 
the same regardless of the make'or model. Point 
out the features that are the same on both 
adding machine and accounting machine. 

Some of the features (listed below) may be auto- 
matic on your accounting machines. If a feature 
is automatic^ there may not be a key to press 
for it. 

The parts are: 
Keyboard 

Plus key (motor bar) 
Minus key 
Total key 
Correction key 
Subtotal key 
Spacing mechanism 
Reverse key 

Bailer 

Journal release lever 
Front form release lever 
Journal guides 
Ledger guides 
Vertical return key 
Horizontal return key 
Various register total keys 

Carriage opening lever 
Tab control lever 
Nonselect key 
Nonprint key 
Date mechanism 
Carriage release lever 
Variable line spacer 

Other special features of your particular 
machine 



VI » Operation of Accounting 
Machine 



A* Inserting forms 



Have the machine set up with a payroll program 
similar to the* problems you did on the adding 
machines. Show how to line up and insert the 
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CQNIINT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



B. Clearing the machine 



C. Readying the machine 



D, Entry posting procedure 



1 . Journal only 



2. Operations to be 
performed: 

Inserting Journal 

Clearing 

Posting 



Payroll Journal, Fig, 1,1, the Earnings Record Card, 
and the Check and Check Stub, Have the students 
pructice these operations several times until they 
master them* 

The clearing must show on the Journal as evi- 
dence later* Following the prescribed procedure 
for your machine, clear it and check to see that 
every register is cleared. Have the students do 
this several times until they demonstrate mastery. 

Show how the date feature operates on your 
machine. If your model can accept loading o£ 
constant information (such as check numbers or 
PICA) now is the time to teach this. Following 
the prescribed procedure, show the students how 
to load information by setting posting dates and 
loading check numbers and taxes. Then have the 
students load information several times until 
they have mastered this procedure. 

For this procedure use the name problems that 
were done on the adding machine* You will have 
to make up previous earnings. 

Use only a Journal in the machine. Do not use 
an Earnings Record Card, Check, or Check Stub on 
these postings. Do not be concerned with sup- 
porting data such as employee number^ pay periods, 
hours worked, check numbers * dates, ot readying 
the machine. The purpose here is to demonstrate 
only the operation of the machine. Have each 
student post five problems. 

The operations are: 

1 . Insert Journal * 

2. Clear machine. 

3. Post a prepared payroll as follows- ' 

Pick up previous earnings. 
Pick up regular earnings. 
Pick up overtime earnings* 
Print gross earnings* 
Print earnings to date. 
Pick up withholding tax. 
Pick up PICA* 
Pick up NYS tax. 
Pick up hospitalization. 
Print net pay. 
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PAYROLL JOURNAL 



Previous 
Earnings 


Regu lar 
Earnings 


Overtime 
Earnings 


., Gross 
Pay 


Earnings 
Date_ 


With. 

Tax 


FICA 


NYS Tax 


Hosp , 


Net 
Pay 


(+) 1000.00 


C+384,00 


C+) 16,20 


100,203 


1100.20 


C-)12.80 


C^35,40 


C-33.10 




76,40* 



Figure 1.1 
PAYROLL JOURNAL 
with Sample Entries 
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OBJECTIVES 

Upon completion of this section o£ the course, the student will be able to 
complete a Payroll including the following operations i 

1. Prepare a Time Card and compute regular and overtime hours worked 
applying various formulas for rounding off payroll time 
^ 2, Calculate regular and overtime earnings to determine gross pay 

3, Use appropriate tax tables to determine Federal and State withholding 
taxes : 

4, Complete total deductions and arrive at the net pay 

5, Demonstrate knowledge of the arrangement and layout of the Payroll 
Journal, Earnings .Record Card^ and Check 

6, Post on an accounting machine in which sat data and formulas have been 
loaded, a Payroll involving at least seven deductions and two sick pay 
and vacation slips 

7, Apply knowledge of the forms and regulations for reporting and paying 
PICA and Federal and State withholding taxes 



CONIBNT OUTLIfffi 



CONTENT DETAILS AND TCACHING SUGGESTIONS 



Machine Forms 



A good approach to teaching payroll is to explain 
the various payroll forms and documents and pre- 
pare them for posting* Then do a weekly payroll* 
Mien selecting a pay period for your problemj one 
of the better periods is the first week of the 
second quarter of a fiscal year. This permits 
establishing first-quarter summary amounts that 
can be tied into the earnings -to-date and^ if the 
capacity of the machine permits, taxes^-to-date 
amounts as well. Call this pay period 14, 



A. Earnings Racord Card 



A payroll of 6 to 10 employees is suggested ^ to 
be set up for posting payroll data. Use a 35- 
hour workweek. Prepare a sample Earnings Record 
Card for the class. Explain its purpose and 
format. Then have the students complete the 
remaining cards themselves. 



1. Items to fill in 



Wlien filling in the Earnings Record Card^ the 
students should give attention to the following! 

• Employee's najne 

• Employee number 

• Wage rates (regular and overtime) 

• Regular pay for 40 hours 

• Fixed deductions 



EKLC 



12 



IB 



CONTINT OUTLINE 



C ONTEN T DETAILS AND TEACHING SUGGESTIONS 



Earnings-^to-'date (Draw line and show an 
amount 0 

Deduction columns with blank hoadings 
Suiranary section — — 
Miscellaneous information 

Married or single 

Number of tax exemptions 
Special deductions 

U.S. Savings Bonds 

Garnishments 

Extra withholding tax 



2 . Summary information 



Pay Check and Check 
Stub 



Provide all the summary information for the first 
quarter of the year for the remaining cards. Obtain 
latest Federal and State employer tax booklets. Fig- 
ure sample answers for fixed deductions. Then have 
students figure their answers from these booklets. 

Prepare a sample Check and a Check Stub for use 
on your particular accounting machine. Explain 
it to the students. Then have them do preparatory 
work on the remaining Checks and Check Stubs for 
which the Earnings Record Cards were previously 
prepared. This consists of filling in the 
employee name and blank deduction column headiugs 
oh the Check Stub, These headings will include 
such things as New York State Incoma Tax and 
Hospitalization, 



C* Payroll Journal 
(Fig. 2,1) 



Prepare the Payroll Journal together with the 
class and explain it as you go along. Discuss 
the purpose of the form and its arrangement. 
Fill in the headings of the deductions columns. 
Then fill in all other data. 



II. Source Documents 



A, Time Card 



Give various examples of source documents. The 
posting information has already been prepared 
on Earnings Record Cards, Piece Rate Sheets, and 
completed Time Cards, and is simply read from 
the documents as the operator posts the Payroll. 
Deductions might have to be looked up when Piece 
Rate Sheets and completed Time Sheets are the 
source documents. 

Do a weekly Payroll using the Time Card as the 
source document. This is the most complete 
approach to teaching payroll. Explain the format 
of the Time Card, Fig. 2.2 and how it is used for 
recording employee attendance and for making a 
Payroll , 
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C PAYROLL JOURNAL ^ 


Privious 
Earnings 


Enip. NDpj 
Pay Par, 


Hours 
Worked 


Earnings 


Earnings 
to Data 


Gross 


Hth. 


PICA 






Date Check Amount 


Regular 


Over. 



























Figure 2.1 
BLAi FOi 



Employee *s Name 
Adams ^ Robert 


Regular 
Earnings 




Employee No. 
125 


Pay Period 
14 


Overtime 
Earnings 


■ 


Regular Hourly 

Rate 2.40 


Gross Pay 




W. Tax 




FICA 






NYS Tax 




Overtime Rate 


3.60 


Hosp . 


2.50 








Marital Status M 


No, of Exemptions 3 

— . . 


Net Pay 




Monday 


IN 


7-59 




^ OUT _ 


12-01 


IN 


12:58 


OUT 


4:03 


Tuesday 


IN 


8-00 




OUT 


^12:00 




12:59 


OUT 


5:32 


Wednesday 




7:57 




OUT 


12:02 


IN 


1:01 


OUT 


4:31 


Thursday 


_.IN _ 


7:56 




OUT 


11:59 


IN „, 


12:58 


OUT 


5:01 


Friday 


TN ' 


7:59 




OUT 


i7-n7 


IN 




_ OUT 


4:01 


Saturday 


IN 


9:30 




OUT 


10:31 









Figure 2.2 
TIME CARD 
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CONTCNT DETAILS AND TBACHING SUGGESTIONS 



1, Card with times on it 



Bp Preparation for posting 



Give each student a Time Card with IN^ and OUT 
times on it for each Earnings Record Card com- 
pleted preA/iously in this section* Have the 
students fill in the employee name, number, wage 
ratej marital status^ exemptions, and deduction 
for hospitalization from the Earnings Record 
Card . 

Demonstrate how daily and weekly hours are com^ 
puted on an adding or calculating machine. Show 
how to figure net total hours that the employee 
will be paid at the regular rate and at the ^ 
overtime rate. Then complete the time section 
of the Time Card. 



1. Exajnple of daily 
hours 



a. Correction factor 



b. Sample tape 



A sample tape showing how to compute daily hours 
appears below. Note that IN times are marked 
with a minus and OUT times with a plus; 24^hour 
time is used, 

iVhen the minute figure of the ^N clock reading 
is gi^eater than the OUT minute figure^ a correc- 
tion factor (-999,40) must be applied. This 
correction brings the total figure for the day 
to the correct ni^ber of hours and minutes to 
be credited to the employee. 

Following is a sample tape of the Monday figures 
on the Time Card, 



2* Example of weekly 
hours 



C-3 

i ) 



Hours (to left of comma) 
Minutes (to right of 

decimal point), 



7,000,59 
12,000,01 
999,40 
12,000,58 
16,000.03 
999,40 
7,000,07 



(Answer : 7 hours j 
• minutes) 



IN time 
OUT time 

IN time 
OUT time 



A sample tape of weekly hours appears below. 

The weekly hours worked is the total of all daily 

hours for the week. 
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CONTENT OUTLINE 



CONTENT DETAILS AND 11 ACHING SUGGESTIONS 



a. Sample tape 



b. Rounding formula 













1 , uuu . 


07 


Monday 


•CO 


8,000, 


33 


Tuesday 


CO 


7,000. 


35 


Wednesday 


C+3 


8,000. 


06 


Thursday 


CO 


7,000, 


07 


Friday 


CO 


■1,000. 


01 


Saturday 




38,000. 


89 


Week Total 


CAnsw 


er : 39 


hours 





and 29 minutes) 



The total of the excess minutes worked for the 
week is usually rounded by a formula, A common 
formula is the 20-40 Basis as follows. 

Total Excess 

Minutes for 

the Week Rounded 



1 - 19 
20 - 39 
40 - 59 



0 hours 

1 hour 
1 hour 



c. Total weekly hourf 



The total weekly hours for the employee who 
worked 39 hours and 29 minutes therefore becomes 
395^ hours; 35 are regular hours and 4^ are over- 
time hours , 



3. Finishing Time Cards 



Have the students compute and fill in the time 
on the remaining Time Cards, Calculate the 
following and complete the earnings section of 
the Time Card, 

Regular Earnings 

Overtime earnings 

Gross earnings 

Deductions 

Net pay 



a. Computing 
earnings 



Use adding or calculating machines to compute 
earnings (previously covered in Section 1) , Show 
students how to look up the W, Tax, NYST, and 
PICA deductions in the tax tables. 



Attach the adding or calculating machine tape 
to the back of the Time Card when the latter 
has been completed. 
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CONTCNT OUTLI^E 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



C. Entjy of Payroll Data 



1. Ereparations for 
posting 

a. Insertion of forms 



Show the students- how to insert and aline the 
Journal in the accounting machine* Have them 
practice this. Also show them how to insert 
and aline the Earnings Record Card, Check and 
Check Stub, Have them do this two or three 
times . 



b. Clearing the 
machine 



c* Setting the date 

III. Problem 1* Basic Posting 
Procedure 



A. Teaching procedure 



Then show them how to clear their machines 
completely* This will cover clearing of the 
line^of-entry register and the down-total 
register. Have them do this two or three times. 

Show them how to set the date. 

Have the students do this problem* It involves 
the basic essentials for producing a clear under- 
standing of a Payroll application. Use the Time 
Cards and other forms prepared previously. 

Have the students go through steps 1 through 5 
beliOW. Then dictate 6 through 16 step-by--step 
for the first employee* (Steps 6 through 16 
might be done differently on your particular 
machine or payroll program.) Many totals-to- 
date and the loading of formulas for computing 
certain answers are left out to keep the prob-- 
lem*s basics clear. If possible^ avoid using a 
machine that requires loading formulas for com^ 
puting regular earnings, overtime earnings , or de- 
ductions in this problem. This will be covered later. 



B. Setting up the forms 



1, 



Arrange the source documents (Time Cards) 
alphabetically* 

Arrange. the machine forms (Earnings Record 

Cards and Checks) alphabetically* 

Insert and aline the Journal* 

Clear the accounting machine and set the 

date. 

Insert the first employee's Earnings Record 
Card and Check in the machine* 



C. Earnings, descriptive 
Information, hours 



Pick up earnings-to-date from Earnings 
Record Card, 

Pick up descrdptive information from Time 
Card I employee number, pay period , and 
total hours worked for week. 
Pick up hours worked for week from Time 
Card. Include regular and overtime hours. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



D. Wage rates, details of 
earnings 



E. Deductions, Check No, 
net pay 



Completion of postings 
clearing, and proving 



9, Pick up wage rates from Time Card including 
regular and overtime rates, 

10, Pick up regular earnings for week from 
Time Card. 

11, Pick up overtime earnings for week from 
Time Card, 

12, Compute earnings- to-date for year* 
(Earnings-to-date are computed automatically 
by the machine. ) ■ 

13, Compute gross earnings. (On some machines, 
the previous earnings-to-date has to be 
picked up again to obtain the gross. Check 
the gross earnings against amount on the 
Time Card. 

14, Pick up deductions for week from Time Card, 
including W, Tax, NYST, PICA, and Hosp. 

15, Pick up the Check number. The date 
usually prints automatically with the Check 
number. Loading Check numbers will be 
covered later, 

16, Compute net pay. The net pay is computed 
and printed automatically on the Check by 
the machine. 

17, Post the remaining Time Cards* Let the 
students post these after you have directed 
them through posting the data for the first 
employee . 

IS. Clear down^-total re^Jsters. Remind them, 
to be sure to do this when finished v^ith 
the last employee, 

19, Run a proof tape of all down totals. Point 
out that the Payroll Journal is the source 
for the^ Payroll entry in the main set of 
bookkeeping records in the company. 

20, Check for errors. 



G. Correction of error If the amount of the Check (net pay) is incorrect 5 

the entire entry must be done over. All the 
amounts that were added or subtracted in the 
entry must be reversed. If the error is dis- 
covered before the net pay prints on the Cheeky 
it may be possible to reverse the error and 
pick up the correct amount or juggle amounts and 
fix them later. 

Give students a second set of Time Cards for the 
same employees and have them do Problem 2. Use 
pay period 15 for this problem. Follow the same 
guidelines and procedures that were used in 
Problem Ij namely: 20-40 time basis, 35-hQur 
week, same wage rates, oarnings-to«date from 



IV. Problem 2, Basic Posting 
Procedure 
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CONTCNT OUTLm 



CONTENT DETAILS AND TO ACHING SUGGESTIONS 



A, Preparation for posting 



Completion of posting 



V* Problem 3j Comprehensive 
Payroll Procedure 



A, Computing time and 
net pay 



B. Loading of formulas and 
other data 
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pay period 14, same employees but different 
IN and OUT tinics. 

1. Prepare Time Cards for posting as follows: 

Compute the time* 
Compute the net pay* 
Complete the Time Cards* 
Arrange them alphabetically^ 

2. Arrange Earning Record Cards alphabetically 
with new checks. Use Earnings Record Cards 
from Problem 1 , 

3. Insert new Journal, clear machine j and set 
date . 

4. Insert first employee Is Earnings Record 
Card and Check. 

5. Complete the posting procedure. Follow the 
posting procedure outlined in Problem 1, 
steps 10 through 19, 

This problem should involve as much use of all 
the capabilities of your machine as possible. 
Use pay period 16* Give students 6 to 10 addi-^ 
tional Time Cards and 2 sick pay and vacation 
s lips , 

1, Prepare Time Cards, sick pay, and vacation 
Pay Slips, 

a. Compute time on Time Cards. 

b* Compute net pay on Time Cards and Pay 
Slips, Change the basis for computing 
time from 20-'4O Basis to Quarter-hour 
Basis. Use pay period 16. 

c. Use new deductions i union dues, 
disability insurance, and savings bonds. 
Fixed deductions are generally used for 
vacation pay on the Earnings Record Card. 
Introduce sick pay and how to figure 
State and Federal taxes. 

d. Complete Time Cards and Pay Slips and 
arrange them alphabetically, 

2, Arrange Earnings Record Cards alphabetically 
with new checks. 

3, ;sert new Journal, clear machine, and set 
■Ate, 

4, Load in any formulas or other data the 
machine is capable of using: tax computa- 
tion, regular and overtime earnings compu- 
tation. Check numbers. Explain the purpose 
of loading formulas and data and show how 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



C. Pick up totals, 

descriptive inforniation, 
special pay 



D. Hours and wage rates 



Earnings 



Deductions 



it is don©. Keep in mind that steps 1 
through 4 might not be the same on your 
muchine, Also^ your machine might not do 
all of the steps of this problem. 
5* Insert the first employee's Earnings 
Record Card and Check. 

6* Pick up all totals-to-date: 
Earnings 

Tax'^ 
NYST 
PICA 

Savings bond deduction 
Sick pay 

7* Pick up descriptive information from the 
Time Card: 

Employee number 
Pay period 
Total hours worked 
Employee name 

8. Pick up vacation pay or sick pay from Pay 
Slips . 

9, Pick up hours worked from Time Card 
including regular and overtime hours worked* 

10. Pick up wage rates from Time Card^ regular 
and overtime rates , 

11. Print regular earnings. Tlie machines loaded 
with a formula will automatically compute 
this from the information previously picked 
up in this entry. If not^ the earnings will 
be taken from the Time Cards. 

12. Print overtime earnings. 

13. Print gross earnings. Gross earnings and 
earnings --to-date will be computed by the 
machine automatical ly . 

14. Print earnings^to--date . 

15. Print tax deductions: W. Tax, NYST, PICA, 
Some machines can be loaded with a formula 
to compute these taxes automatically. 
Others will have to be picked up from Time 
Cards or pay slips. 

16. Print other deductions^ savings bonds, 
union dues, hospitalization, disability 
insurance. Some machines can be loaded 
with some of this data and will print and 
subtract automatically. But some informa- 
tion cannot be loaded ahead and will have 
to be picked up from the Time Cards or Pay 
Slips, 
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CONTENT OUTLINE 



CONTCNT DETAILS AND Tl ACHING SUGGESTIONS 



G, Check No*, net pay, 
total s-to-date 



H, Completion o£ posting, 
clearings proving 



VI, Problem 4, Comprehensive 
Payroll Procedure 

A, Preparation of forms 



Loading of formulas, etc 
posting 



Explain how savings bonds, union dues, 
hospitalizationj disability insurance, 
and other deductions you include in the 
problem are handled, 

17 • Print Check number, date^ and net pay. 
If the check numbers were loaded ahead of 
time, these three items will print auto*- 
matically. Otherwise, all three will be 
printed when the Check number is picked up, 

IS. Print totals-to-date , Explain the meaning 
of totals-'to-^date and how they are used, 
particularly with regard to tax reporting. 
Show how they are eventually used to com- 
plete the summary section of the Earnings 
Record Card, Machines capable of updating 
various totals will automatically print 
these totals if the previous totals-to-^date 
were picked up at the beginning of the 
entry . 

19, Post all the Time Cards for the pay period, 

20, Clear the down-total registers, 

21, Run a proof tape of all down totals. Error 
correction, clearing down totals and proof 
tape procedures are done basically the same 
in this problem as in Problems 1 and 2, 

Give the students a fourth set of time cards and 
Pay Slips, Call this pay period 17, 

1, Prepare Time Cards and Pay Slips for 
employees in Payroll Problems 1, 2^ and 3, 

Compute time for Time Cards, 

Compute net pay for Time Cards and Pay 

Slips , 

Arrange all alphabetically, 

2, Arrange Earnings Record Cards alphabetically 
with new checks. Review what happens to 
each payroll form or document at the end of 
each posting and at the end of the year, 

3, Insert new Journal, clear machine, and set 
date , 

4, Load in formulas and fixed data, 

5, Insert first employee's Earnings Record 
Card and Check, 

6, Follow posting procedure outlined in steps 
6 through 21 of Payroll Problem 3. 
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CONTINT OUTLIhE 



CONTENT DETAILS AND TCACHING SUGGESTIONS 



Vn * Reporting and Paying 
Deducted Taxes 



Briefly explain and outline the calendar of 
employer duties for reporting and paying the 
taxes deducted from employee earnings. Tlie 
various reports can be photocopied and given to 
the students as each step in the calendar is 
explained. Make a chart on the blackboard or on 
a ditto to show the breakdown of the year in 
accordance with required dates of tax payments. 
A similar chart for the State taxes would be 
helpful. Following is an outline describing the 
main State and Federal taxes. 



A* Federal income tax 



Federal income tax (W, Tax) 

a. Deducted each pay period 

b. Deposited with Federal Reserve Bank 
monthly 

c. Paid to Internal Revenue quarterly (941) 

d. Reconciled annually between employer^ 
Internal Revenue, and employee (W-^S^ W-2) 



B, Social Security 



Social Security (FICA) 

a. Deducted each pay period until maximum 
is reached 

b. Matched by employer and deposited, along 
with \U Tax monthly 

c. Paid and reconciled quarterly (941-A) 



New York State income 
tax 



New York State income tax 

a. Deducted each pay period 

bp Paid monthly or quai'terly to State Tax 

Department (IT 2101) 
c. Reconciled annually (IT 2103) 
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OBJECTIVES 

Upon cDinpletion of this section, the student will be able to: 

1, Explain the purpose and format of a Creditor's Ledger Card, General Ledger 
Expense Card, Direct Proof Purchases Journal, Zero Proof Purchases Journal, 
md Zero Proof Cash Disbursements Journal 

2. Open account balances on Creditors' Ledger Cards 

3* Demonstrate a working knowledge of the Direct Proof system of posting 
purchases 5 returns ^ and payTnents for Accounts Payable (optional) 

4. Verify extensions on an Invoice from a creditor, code the items on the 
Invoice by account^ group— total the items for posting, and run a Trial 
Balance of the Invoices to be posted 

5. Post creditors' Invoices to a Zero Proof system in which 'items ^^om the 
Invoice are posted by group totals for distribution puiposes on the 
Purchases Journal 

6. Post creditors' Invoices to a Zero Proof system in which the items 
will be multiple-posted to the distribution columns on the Purchases 
Journal 

7. Compute the amounts for checks in payment of creditors' Invoices 

8* Post cash disbursements and make distributions to a Zero Proof system 
9. Compute the amount of credit to be posted when posting in a Cash 
Disbursements Zero Proof system 



CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



I . Machine Forms 



Tell the students to think about a company that has 
just purchased accounting. machines and needs to 
set up its records for Accounts Payable. 



A. Creditor's Ledger Card 



Discusr the purpose, format, and preparation of 
the creditors' Ledger Card with the students. Have 
them type the names and addresses of creditors on 
6 to 10 Ledger Cards* 



B. General Ledger Expense 
Card (optional ) 



Some accounting machines allow the operator to 
post directly to the General Ledger accounts of low 
activity when posting the creditor's Invoice. If 
your machine has this feature > explain it and pre- 
pare for it now. 



Initial balances will have to be written on the 
Cards with a pen and checked with adding machine 
tape. If proof factors are used^ they will have 
to be figured and written in by hand with a pen 
also. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



C , Journal 



If your machine makes use of this Card, explain the 
purpose, format, and preparation of it to the 
students. Have them fill in account name, number, 
and balance on six Cards, 

Two systems of handling accounts are presented in 
this course, the Direct Proof system and the Zero 
Proof system. Both are applied primarily to the 
Journal , Both can be used to update the accounts 
to which they are applied and both prove out those 
accounts. In addition, the Zero Proof system breaks 
doism the information in source documents and 
distributes that information to appropriate places 
in the records. 



Direct Proof system 
applied to Accounts 
Payable 



Generally smaller businesses (with numeric accountiiig) 
machines) use the Direct Proof system and medium- 
sized businesses use the Zero Proof system. 

For AccQunts Payable, the Direct Proof system 
updates the creditor's account (including charges, 
returns, and payments) and proves out, but does 
not provide a breakdown of purchases or Check 
writing. For teaching Accounts Payable, the Direct 
Proof system is an excellent system to cover first 
because it includes only the basics of the problem. 
In this system a Direct Proof Journal^ Fig,' 3,1, is 
used. 



Zero Proof system 
applied to Accounts 
Payable 



a, Colunms in Zero 
Proof Journals 



II, Entry of Accounts Payable 
Data 
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The Zero Proof system has many versions depending 
on the make and capacity of the accounting machine 
used. This section of the course describes the 
application of that system to charges and payments. 
For Accounts Payable, the system is applied to the 
Purchases Zero Proof Journal^ Fig, 3,2, and the 
Cash Disbursements Zero Proof Journal, Fig, 3,3, 



Examples of columns in a Zero Proof Purchases 
Journal arei Resale, Fixed Assets, Office 
Expenses, Warehouse Expenses, Code, General 
Ledger, Examples of colunms in a Zero Proof 
Cash Disbursements Journal are: Bank, Returns, 
Discount, Freight Adjustment, Code, General 
Ledger, The headings on the distribution columns 
of Zero Proof Journals are blank and must be 
filled in by the Accounts Receivable clerk or 
Accounts Payable clerk. 

Section 3 outlines general procedures common to all 
systems used for Accounts Payable, The Direct Proof 
system is introduced first followed by two applica- 
tions of the Zero Proof system. This section con- 
tains all the essential elements for all makes ond 
models of machine, 
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DIRECT PROOF JOURNAL 
(llBed for Charges, Returns ^ Papents ^ 



Balance 



(+)13L05 
(+)171.40 
(+) 169.00 



]|te 



Ref. 



Ap 3, 75 
Ap 4, 75 
Ap 11, 75 



1112 
1112 
265 



[+]40J5 
2,40DM(^ 



Credits 



[-) 35.00CH 

(.} 2.9SDS 



lalan.aa , 



M171.40 
(+j 169.00 

(+)131.0S 



Proof 



(.) 137.05 
(-]17L40 

[.] 169,00 



Proof 



(040.35* 
(-]2.40CR 

(»)37.9SCR 



Fiqure 3.1 
DIRECT PROOF JOURiL 



PURCHASES ZERO PROOF J( 



Old 
Balance 



Date 



Rel 



Debits 



Balanci 



(.}13L05 



Ap 3, 75 1175 



(+)611.a7 



(+] 742,92 



Proof 
PickuD 



[-)13L05 



Resale 



Fixed 
Assets 



ce 



Expene 



Harehse, 
ExDense 



Code 



407 

m 

541 

539 



Figure 3.2 
PURCHASES ZERO PROOF JOUiAL 



General 
Ledeer 



hoof 
.00 



(+)57.10 
(-)35.97 

(-)32.00 
(-]20,00 
(^)IO.OO 



,00 



CASH DISBURSEHENTS ZERO PROOF JQLllAL 



Old 
Balanci 



(+)742.92 



3ate 



Credits 



Ap 10, 75 S9; 



(-)611.87 



Balance 



Proof 
PickuD 



{+)131.05 



(') 742.92 



Bank 



(+)505.44 



Returns 



Discount 



Freight 
Adiust. 



W 31.00 



[+)14,58 



(+) 52.00 



Code 



General 
Ledger 



.00 



407 


M 3.10 


517 


(+) IM 


541 


H20.00 


539 


(+) 10.00 



.00 



Figufe 3.3 
CASH DISBURSEiiTS ZERO PROOF JOURiL 



CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



A. Preparation for posting 

1, Inserting forms 

2, Clearing machine 

3, Setting the date 

4* Preparing prelist 
3es 



S, Preparing Trial 
Balance tape 



6. Opening of accounts 



a* Steps in opening 
account 



B. Direct Proof system 
posting procedure 
(optional) 
1* Posting charges 



The steps in preparation for posting are' 

• Insert and aline Journal, Creditor's Ledger 
Card, and General Ledger Card (optional), 

• Clear the line-of-entry register and the 
down-total registers. 

• Set the current date on the machine. 

Depending on the system being used (Direct oi* 
Zero Proof, purchases or disbursements) some 
tapes or figuring might have to be done before 
actual posting, 

• Prepare prelist tapes as follows: 

Verify extensions on Invoices, if necessary. 
Group items on Invoices and mark the totals. 
Compute credit for cash disbursements only, 
if necessary^ 

• Prepare a Trial Balance tape of the totals 
of the Invoices or the total credits for 
end of the problem proof. Post this to the 
Control Card if necessary, 

• Open an account for each credit. 

Each creditor's account (Ledger' Card) should have 
an initial balance posted to it before an Invoice 
is posted. Some might have credit balances. If 
your machine is capable of performing this operation, 
do it by machine. If it cannot be done on your 
machine J then write the initial balances on the 
cards with a pen and rim a tape of these amounts 
to prove against the total of the Control Card 
on the old Accounts Payable Ledger, This procedure 
is the same for Direct and Zero Proof systems. 

The steps in opening an account are: 

• Insert appropriate journal. 

• Clear all registers, 

• Open each creditor's account, 

• Prove balances, 

• Open Control Account Card, 

The Direct Proof system posting procedure is 
optional because your machine might not have the 
capability of handling a Direct Proof system. 
However, as pointed out earlier, it is an excellent 
way to introduce Accounts Payable because it 
conveys the concept of this application clearly* 
If this is not possible on your machine, do 6 to 
10 postings by hand ^.d prove out with the aid of 
an adding or calculating machine. 
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CONTENT DETAILS AND TEACHING SUGGHSTIONS 



a. Steps in posting 
charges 



If direct proof is possible on your machine ^ have 
the students post 6 to 10 invoices. Charges, 
returns, and payments are each done separately in 
a Direct Proof system. Two complete sets of postings 
are suggested if time permits. 

Following are the steps in posting the charges, 
(See the Direct Proof Journal, Fig, 3.1, line 1 
for an illustration of this postingO 

• Verify extensions on invoices, 

• Arrange Invoices alphabetically, 

• Run Trial Balance, (prelist) tapes of Invoices, 

• Arrange Creditors Cards alphabetically. 

• Insert program or set program for charges 
(Direct Proof) , 

• Insert Direct Proof Journal, 

• Set date, 

• Clear all registers, 

• Pick up balance of first creditor, 

• Insert first creditor's Ledger Card, 
^ Pick up date and reference number, 

• Pick up charge from Invoice* 

• Print balance Ccomputed automatically), 

• Pick up original balance of first creditor, 

• Print charge (automatically) in proof column. 



(1) Multiple 

purchases and 

credit 

balances 



( ;<) Krror cor- 
rection in 
charges 



^ After completing the one posting, post all the 
rest of the invoices for this problem. 

Multiple purchases are not as common as multiple 
sales which will be treated later in Accounts 
Receivable, Credit balances are fairly common in 
Accounts Payable, They should be mentioned and, 
if possible j worked into the problems. 

If your machine has a down- total proof register, 
clear it at this time and con^are the amount to 
your Trial Balance tape run at the beginning of 
the problem. If these two totals do not agree, 
find the errors and correct them. To correct an 
errori reverse the entire entry, line out the 
error and error corrections on the Journal and Card, 
and post the entry over agian, 

* Now post the total of the Invoices to the Control 
Card , 



2, Posting returns 



Purchase returns are posted separately from the 
Invoices and the payments in a Direct Proof system. 
The program is set up the same as for charges. The 
general procedure is the same except that the 
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operator must subtract the amount returned^ 
usually in th© charges column* This procedure 
causes the returns to stand out more than if 
posted in the credits column with the Checks and 
documents . 

a. Steps in posting Following are the steps in the procedure for 
returns posting returns of merchandise: 

• Arrange Return Slips Ccredit memos) 
alphabetically, 

• Arrange Creditors Account Cards alphabetically, 

• Insert Direct Proof Journal, 

• Clear all registers, 

• Pick up balance of first creditor. 

« Insert first creditor's Ledger Card, 

• Pick up date and reference, 

• Pick up amoimt of return from Return Slip 
Cusually with a code key such as DM or minus). 

• Print balance Ccomputed automatically), 

• Pick up original balance of first creditor, 

• Print dollar amount of the return (automatically) 
in proof colunm, . . 

• Post all the rest of the returns from this 
problem, 

• Clear down-total proof register CTrial Balance) , 

• Post the total of the returns coded as a minus 
in the charges column of the Control Card* 

b. Practice problems Have the students post 2 complete problems of from 

6 to 10 Return Slips, 

The amount from a Return Slip should print in the 
proof colunm in red (as minus) , (See Direct Proof 
Journal, Pig, 3,1^ line 2 for posting example,) 

3. Posting payments Usually the Accoimts Payable clerk will be, asked 

to pull the Invoices to be paid that day, confute 
any cash discount being offered^ and arrive at th© 
amount of the Check to be written. This is an 
excellent time to teach how to multiply decimals 
on an adding machine. 

After con^leting the Checks, the operator will 
then post them and the discounts to the creditor 
accounts. The Check and the discount are posted 
in the same entry as a multiple posting, each amount 
separately coded. Errors are corrected the same as 
done for charges. Again have the students post 
two con^lete sets of from 6 to 10 Checks if there is 
time. 
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CONTENT DETAILS AND TEACHING SUGGESTIONS 



Also a reminder- If these problems are done on paper 
(or cards) with an. adding machine, the same results 
will be accomplished as with an accounting machine. 

Steps in posting The steps for posting payments are as follows: 

payments • Compute the amoimt of the Check and discount for 

each Invoice , 

• Total all the Checks and all the discounts for 
the Control Cards, 

• Run Trial Balance tape of all Checks and 
discounts , 

• Arrange Checks alphabetically 

• Arrange the creditor's Cards alphabetically. 

• Change program^ if necessary^ to stop in credit 
column. 

• Insert Direct Proof Journal, 

• Clear all registers. 

• Pick up balance of first creditor. 

• Insert first crcd^'or^s Ledger Card. 

• Pick up date and -w,,.e number. 

• Pick up amount of (code CH) and amount 
of discount (code DS) in the credit column 
(both negative) . 

• Pick up original balance of first creditor. 

• Print the sum of the Check and discount 
Cautomatically) in the proof column, 

• Post all the Checks and discounts for this 
problem* 

• Clear down-total proof register (Trial Balance). 

• Post the total of the Checks (coded CH) and 
the total of the discounts (coded DS) in the 
credit colunm of the Control Card. Follow the 
same steps used in posting to a creditor. 

The sum of Check and discount should print in proof 
column in red (as minus). (See /Direct Proof 
Journal, Fig, 3,1, lines 3 and 4 for posting 
le.) 



Zero Proof system Two methods of Zero Proof posting are outlined in 

posting procedure Section 3, Two problems should be done for each 

1* Posting charges (pur- method. Group-totaling is done in Method I and 

chases) with distri- multiple^posting in Method II, Use either the same 

bution Ledger Cards that were used in Direct Proof or open 

a. Method I (Group the account balances on new Ledger Cards, 
totaling) 

(1) Verifying ex- • Verify extensions and code the Invoices (V\g. .1.4) 

tensions on for posting. Tills is usually the Accounts 

Invoices Payable clerk's responsibility. 
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Sold to: 



Delraonts Distfibutors 
11 Orange Street 
Akrons Ohio 11403 
Brovm Wholesale 



Received 
April 3> 1975 



April 1, 1975 



Terms 


Invoice # j B,0, # 


Shipped Via 


Salesman 


3/ 10, N/ 30 


1175 1 632A 


A,E, 


Jones 


Quantitv 


Description 


Unit Price 


Amount 


24 


Peas 8 01 


4.00 


96,00 ^ 


36 


Corn 12 Oz y''' 


3.00 


QfiiOO ^ 


12 


Soap Ivory sm ^ 


2,00 


24,00 ^ 


5 


12'= Ladders 


10.00 

. i 


50,00 ^ 


6 


20« Steal runners ' 


30.00 


180,00 ^ 




Corn brooms ^ 


1.00 




12 


Mops 


2.00 


24.00 


10 


stationery*^' 


5.00 


50.00 »^ 


5 


Envelopes 


3*00 


15.00 




Gross ^^0^ 
Less I Trade Disc (10%)^ 






Net Cost Goods 
Plus Taxes (7%) 

Transportation 
Conynission ^S^^ 
Advertising 

Net 



32,00 
20*00 
10.00 



600i30 ^ 



Figure 3.4 
SAMPLE INVOICE 



The sample Invoice above has been verified j coded, and grouped, A check mark next 
to an extension means that the accuracy o£ the amount has been verified. If a 
figure has a line through it, it is wrong and the correct amount has been written 
above. (The extensions can be verified on an adding machine by using the stepover 
method, or by using a calculator.) 

Totals are written in the circle at lower left for ease of posting. All tapes run 
on an Invoice for verifying or grouping should be attached to the back of it* 
Invoices obtained from local businessses can be quite useful in the classroom. 
Following are explanations of other codes used on the Invoice above li 

407,517, etc. Guncral Ledger Account numbers for posting miscellaneous items 
P,A, " Fixed asset Ro Itom to be resold 

Off. Ex. Office expense Wa.nx, Warehouse expense 
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(2) Trial Balance 
tape of In- 
voices 

(3) Coding of In^- 
voice items 



(4) Group'totaling 
of Invoice items 



(a) Practice 
problems 



• Rim a trial balance tape of Invoices. 



• Code the items purchased on each Invoice 
according to their use by the business as 
either Resale^ Fixed Assets^ Office Expenses, 
or Warehouse Expenses, 

• Code the General Ledger miscellaneous items on 
each Invoice according to their General Ledger . 
account number as either^ Trade Discount (407)^ 
SaleSr^Taxes (517), Commission (521), or Trans = 
portation (525) * (See the san^le Invoice, 

Fig, 3p4, in which items have been verified, 
coded J and grouped,) 

• Prepare a tape of the group totals for each 
code. Note the group totals on the front 
of the Invoice and attach the tape to the 

baak of the Invoice. TTiis procedure is optional 
because it varies among businesses. 

Have the students prepare and post 2 problems of 
6 to 10 Invoices each after the procedure of 
Method I (above) has been covered. 



(S) Posting of 
purchases 



The explanation for this section will follow that of 
the Purchases Zero Proof Journal as the best 
explanation of all systems. 

The posting of an Invoice for a purchase in a 
Zero Proof system follows the sajne steps as for the 
Direct Proof system, until the distribution coluimis 
are reached. At this point, the line-of-entry 
register contains the amount of the charge as a 
plus amount. This register then simply minuses 
the items that comprise the charge on- t^he Invoice 
down to zero. 

Some accounting machines will pick up the old 
balances (both) in blind colunms. Some machines 
will lay out the colunms differently than these, 
but all perform essentially the same tasks and in 
the same order. 



(6) Steps in posting 
purchases 
(a) Preparatory 
steps 



The steps in the procedure of posting Invoices are 
as follows I 

• Arrange . Invoices alphabetically, 

• Arrange creditors' Cards alphabetically, 

• Insert program or set program for Purchases 
Zero Proof, 

• Insert Purchases Zero Proof Journal. 

• Sot the date. 
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(b) Clearing the 
machine 

(c) Posting to 
the creditor's 
account and 
the Journal 



(d) Posting to the 
distribution 
columns of the 
Journal 



• Clear all registers (totals), 

« Pick up balance of first creditor. 

• Insert first creditor's Ledger Card, 

• Pick up data and reference number, 

• Pick up net charge from Invoice* 

• Print bailee Ccomputed automatically). 

• Pick up original balance of first creditor, 

• Pick up total resale noted on Invoice. 

• Pick up total Fixed Assets, 

• Pick up total Warehouse Ejqpenses ^ 

• Pick up total Office Expenses , 



Ce) Posting to the • Pick up code number of first General Ledger 
General Ledger item (key selection), 

columns of the • Index amoimt of first General Ledger item. 
Journal (If subtracted on the Invoice, push the 

reverse button with return button if more 

is to be postedO 

• Repeat previous two steps imtil all General Ledger 
counts have been posted. On final amount don't use 
return button ^ let machine go through to proof column, 

• Print zeros Cautomatically) in proof column. 
After the final General Ledger accoimt is done^ the 
machine should automatically print ^00 in the 
proof colujrai if everything is correct. See 
Purchases Zero Proof Journal j Fig. 3,2j for an 
illustration of posting the sample Invoice, 

of • Now post all the rest of the Invoices for 

t of this problem. 



Cg) 



Posting 
the res 
the In- 
voices 
Error c 
rection 



or- The general rules for correcting errorp on mst 
machines are: ' 

• If the error is in the distribution column^ 
reverse the entry, pick up the correct amount 
and either motor-bar it out or continue with the 
entry, 

* If the error is in the balajic©^ charges ^ or 
second balance columns , reverse everything 
and post the entire entry over again. 

Each make or model of machine has its own degree 
of versatility in correcting errors. Some machines, 
for example J will allow you to correct the errors 
in the balance and charges columns without having 
to correct the distribution coli^mis, 

IF your machine has a limited number of registers, 
you can obtain these down-totals for all distribution 
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CONTENT DETAILS AND TEACHING SUGGESTIONS 



items and General Ledger accounts by running tapes 
on an adding or calculating machine. Depending 
on the capacity of your machine, it might be possible 
to get down-totals for each code. 

The total of the Invoices is the Trial Balance 
total (run at the beginning of this problem) of 
all the Invoices. 



(7) Clearing of all 
down-total regis- 
ters 



Clear all the down-total registers to obtains 
One down-total which should match the 
Trial Balance tape, 

A down total in each distributuion column, and 
A down-total for each code. 



(8) Posting to the 
Control Card 



b. Method II (Posting 
without group- 
totaling) 



* Post the total of all the Invoices to the Control 
Card and also post the down-totals of the 
distribution colunms, (This will give you zero 
proof (.00') at the end of the control posting.) 
Items for distribution on the Invoices are not 
groined in Method II. The operator will multiple- 
post the distribution items in the distribution 
columns when posting, by using the vertical 
return button on item amounts that have more of 
the same to follow. 



For Method IL use the same program as in Method I 
including the Purchases Zero Proof Journal. Two 
problems should be done for Method II. 



Following are the steps in the procedure: 

(1) Verifying ^ • Verify the extensions on .the Invoices as in 
extensions on Method I. 

Invoices 

(2) Trial Balance * Run a Trial Balance tape of net totals on the 
tape of In- Invoices. 

voices 

(3) Coding of In- • Code Invoices as in Method I. 
voice items 

(4) Steps in ' Arrange invoices alphabetically, 
posting In- • Arrange creditors' Cards alphabetically 
v'olces • insert Purchases Zero Proof Journal* 

(a) Clearing the • Clear all registers, 
machine 

(b) Posting to the • Pick up balance of first creditor, 
creditor's ac- • Insert first creditor's Ledger Cards, 
count and the * Pick up data and reference number. 
Journal « Pick up net charge from Invoice, 

• Print balance (computed automatically). 

* Pick up original balance of first creditor. 



EKLC 



44 



OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



(c) Posting to 
the distri- 
bution colunms 
of the Jour- 
nal 



Index and post resale items* 
Method 10 



(This differs from 



(dj Posting to 
the General 
Ledger coluiims 
o£ the Jour- 
nal 

(e) Error cor- 
rections 

(5) Clearing of 
down-total regis- 
ters 

(6) Posting to the 
Control Card 



Index +^he amount of one resale item from the 
Invoice and if there is another resale item, press 
the vertical return button to activate the first 
resale amount. This stops the machine from going 
to the next column and allows the operator to 
pick up another resale amount in that column. 
Repeat this procedure imtil the last resale item is 
picked up. On the last resale item don't use the 
vertical return bar^ 'just activate the amount 
and allow the machine to go to the next column* 
Roll the JouiTial back to the top lino of this entry, 

• Post Fixed Assets, Warehouse Expenses, and 
Office Expenses as e^lained above for resale 
items . 

• Pick up General Ledger codes and amounts, 
using the same procedure as in Method I, 

• Print zeros (automatically) in proof coluimis* 

• Now post all the remaining Invoices for this 
prob lem, 

• Make error corrections as in Method I, 

• Clear all the down-total registers as in Method I, 



Post the Control Card as in Method I, 



Posting credits (cash 
disbursements) with 
distribution 
a. Preparation for 
posting 



(1) Computing of 
payment amoimt 



Pay the Invoices posted in the previous section. Use 
the same Ledger Cards (creditors) md prepare some 
Return Memos for the previous memos. Approve and 
disapprove different expenses on the Invoices by 
noting OK or NO as coming from the boss. (See 
Excerpt from Invoice^ Fig, 3,5,) 

Explain filing procedures for Invoices with torras, 
and the company policy for pulling Invoices for 
payments in time to take a cash discomt. 

Following are the steps in determining the payment 
amount : 

• Pull Invoices to be paid today from the files, 

• Pull purchase returns for above Invoices, 

• Obtain approval for payment of expenses. (See 
Fig, 3,50 
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Envelopes 
Cross 

Less: Tr^e Disc, 
Net cost goods 

Plus: Taxes (7%) 



3.00 



(10%) 




Transportation 



t(0 



ommiaiion 
vertiiing ^Wl^ 
NET TOTAL 



15,00 ^ 



32*00 ^ 
20.00 
10.00 ^ 



Figure 3.G 
EXCERPT FROM INVOICE 



CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



(a) Recomputing 
trade dis- 
count and 

taxes 



Compute Check amounts to pay Invoices following 
these steps: (Use an adding machine or calculator) 

• Subtract returns from gross total of the 
Invoice, 

• Find the difference between the original 

trade discount and the recomputed discount 
(discount disallowed). 
Add the discount disallowed to obtain 

new net cost of goods. 
Recompute the taxes on the new net cost 
of goods and find the difference between 
the original taxes and the recomputed 
taxes * , 

Compute each discount and the difference 
in recomputed taxes from the new net cost 
of goods. 

• Add all approved expenses to arrive at net 

amount of Check. 



(b) Check stubs ^ 
etc. 



Once the amount of the Check has been computed, have 
the students fill out the Check Stubs , remittance 
advices^ and Checks, 



There are various methods of arriving at the amount 
of the Check, The problem you give the students 
should be more complicated than usual to cover all 
aspects of this topic. 
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The following is optional. See the teaching sug- 
gestions in the last two paragraphs of page 40, 

(2) Computiiig amount • Compute credit to be posted to each account, 
of credit Add the amounts of the Cheeky returns, cash 

discount, disapprovals, and the difference in 
^the taxes, and subtract the discount disallowed. 

(The net total of these amounts is the credit to 
be posted to the creditor -s account. This amount 
should equal the net on the Invoice also*) 

• Label the tape of credits for each Invoice 
for posting. (This practice is optional. 
Businesses use ^various methods for this 
operation,} 

The labels to apply are shown here following the 
items t 

The amount of check a BANK 
The amouiit of returns = RETURNS 
The amount of cash discoimt - DISCOUNT 
The amount of disapprovals: 

Transportation = FREIGHT ADJUSTMENT 
Commission = #541 
Advertising = #539 
Discount disallowed m #407 
Taxes = #517 

After labeling this tape for postings attach both 
the tape of the Check and tape of credits to the 
Check Stub, 

Once the Check has been computed and the Check form 
completed, explain that the amount of - the Check is 
not the only credit your company should receive. 
Point out that in posting to a creditor's account 
you post only one amount in the credit column and 
this amount should be the sum of all the credits 
to which your business is entitled on that Invoice. 

On some machines the total of all the credits for 
each Invoice is needed before posting. Therefore, 
all the items for which your company should receive 
credit should be added, 

b. Posting credits Four problems of 6 to 10 Checks each should be pre- 

pared and posted following these steps. The 
posting of the credits C&s a single total* credit) 
to a Cash Disbursements Zero Proof system follows 
, the sajne steps as ^the Direct Proof system (except 



(3) Run Trial 

Balance tape of 
all the credits* 
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that only one amount is posted in the credit column) 
until the distribution columns are reached. At 
this point, the line^of-entry register contains the 
amount of the credit as a minus amount* This reg- 
ister simply adds the items that will balance 
against the credit amount and produce a zero balance, 

Advise your students to post only the amounts on 
the tape of credit and they will not get confused 
and make errors. 

Some machines will pick up the old balances in 
blind columns and some will lay out the columns 
differently. However, all must perform the same 
tasks. For example, some machines might do the 
distribution first and then the account* See 
teaching suggestions in the last two paragraphs of 
this section. 



(1] Posting individual 
accounts 



Following are the steps for posting credits* 

Arrange the Check stubs alphabetically. 
Arrange the creditors' Cards alphabetically. 
Insert program or set program for cash 
disbursements zero proof on the accounting 
machine. 

Insert Cash Disbursements Zero Proof Journal, 
Fig, 3.3* 
Set the date. 



(a) Clearing the 

machine 
Cb) Posting to 

the creditor's 

account and the 

Journal 



Clear all the registers (totals)* 

Pick up balance of first creditor. 

Insert first creditor's Ledger Card* 

Pick up data and reference number. Date Check 

sent and Check number) 



(c) Posting to 

the distribu-- 
tion columns 
of the Journal 



Pick up total QTsdit due on the first creditor. 
Print balance (computed automatically)* 
Pick up original balance of first creditor* 

Pick up the amount of the Check in BANK. 
Pick up the amount of the returns in RETURNS* 
Pick up the amount of the cash discount in 
DISCOUNT* 

Pick up the amount of any transportation to 
be Credited in a distribution column called 
FREIGHT ADJUSTMENT, 
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Freight, Commission, Advertising and other expenses 
not being paid for are adjustments* Freight Adjust- 
ments are very common and therefore are given a 
special column. Commission and Advertising are 
not common and therefore go in the General Ledger, 
(d) Posting to • Pick up the code number of the first General 

the General Ledger item. This is called k&y eeleation. 

Ledger col- ^ • Index the amount of first General Ledger 
umns of the--',. item, (Reverse the amount if it is subtracted 
Journal on the tape of credits and activate with return 

button if more is to be posted, Don^t use the 
return button oh the last General Ledger 
account; let the machine go through to the 
Zero Proof column.) 
* Print zeros (automatical ly) in proof column. 



(e) Making 

error cor- 
rections 

(2) Obtaining down 
totals 

(3) Posting Control 
Card 



After the General Ledger account is done^ the 
machine should automatically print (,00) in the 
proof column if everything is correct* See 
Cash Disbursement Zero Proof Journal ^ Fig* 3*3 
for an illustration of posting credits for the 
same Invoice, 

• post the credit and distribute the credit for 
each of the other Invoices being paid in 
this problem. 

Error conrection and Trial Balance procedures are 
the same as explained"^ in. ^the Purchases Zero 
Proof section* > 

• Clear all the down^^tot^al registers (Trial 
Balance) ^ 

• Post the total of all the credits to the 
Control Card* 



Follow the same procedure that you did in posting 
an individual creditor's credit. This will 
result in a zero proof (.00) at the end of the 
Control Card also* 

Finally, there are some machines for which you 
do not need the tape of credit total because 
you will pick up the individual items of Credit 
(distribution columns) first. They add together 
automatically in tlie machine and subtract (and 
print) as one credit when the credit column is 
reached . 

The format of having the credit column first was 
chosen for this outline because it has inore 
possibilities that your students might encounter* 
Also it brings out the single-total concept better* 
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OBJECTIVES 

Upon completion of this section, the student v^ill be able to: 

1* Demonstrate knowledge of the purpose and format of a customer's Ledger^ 
Customer Statement, Direct Proof Sales Journal, Zero Proof Sales Journal, 
and Zero Proof Cash Receipts Journal 

2. Open account balances on customers' Ledger Cards 

3. Exhibit a working knowledge of the Direct Proof system of posting sales, 
returns, and cash receipts for Accounts Receivable (optional) 

4. Code items for distribution when posted on the Sales Journal 

5. Post customers' Invoices to a Zero Proof Sales Journal using the group- 
total method of posting 

6. Post customers' Invoices to a Zero Proof Sales Journal with distribution 
columns using the multiple-posting method of posting 

7. Compute the amount of credit to be posted when posting on a Cash Receipts 
Zero Proof system 

8. Post cash reqeipts to a Zero Proof Cash Receipts Journal with distribution 
columns 
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I. Machine Forms to be Used 
A, Customer Ledger Card 



B. Student skill at this 
point 



The main forms to be used in this section are the 
Customer Ledger Card, the Customer Statement, and 
the Journal Discuss the purpose, format, and 
preparation of each of these. 

By now the students should be able to insert a 
Journal form into the accounting machine. They 
should also be able to aline the Ledger guides. 
If they practice holding the Statement on the 
Ledger Card and inserting both together a few times, 
they will master the procedure. 

They should begin to see tV clearing an accounting 
machine is basically the su...^. Tor all problems and 
all machines. They should be able to clear the 
machine for the problems in this section after only 
a brief explanation from you. They should know 
that the date must bo set before posting. Also, 
they should know what if any, prelist tapes should be 
run, and that the Trial Balance tape Is especially 
i mportant * 
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II, Entry of Accounts Receivable 
Data 



In this section the entry of data for Accounts 
Receivable will be covered in relation to a 
Direct Proof system and in relation to two Zero 
Proof systems. Procedures common to all systems 
will be presented first. Procedures for the 
Direct Proof system (which is optional in this 
course) will then be' presented. Following that^ 
procedures for the two Zero Proof system^ will 
be covered. 



The following explains the Sales Zero Proof Journal 
CFig. 4.1) and other Journals, This procedure follows 
that for Cash Disbursements Zero Proof Journal ^ Fig. 3.3* 



III. Preparation for Posting 

(General 5 for all systems) 



A* Opening of accounts by 
machine^ if possible 



B. Problems to include for 
6 to 10 customers 



C. Othei" preparation 



The same approach that was used for Accounts Payable 
in Section 3 should be used here for Accounts 
Receivable. Briefly explain the difference between 
Accounts Receivable and Accounts Payable. 

If the account balances can be opened on the machine 
available^ show the students how to do it. If the 
accounts cannot be opened on your machine ^ write 
the balances in with a pen on the Statement and 
Ledger Card and run an adding machine tape of these 
balances to prove against a control figure. If the 
company does an age analysis each months the new 
Statement and balance would be opened by machine as 
part of the age analysis work, 

Prepar^e^ Statements and Ledger Cards for 6 to 10 
customers for the problems that will be done in this 
section. After explaining the Journal that will 
be used J open the account balances by machine or 
by hand. Include some credit balances. If 
verification factors are needed for the Ledger 
Cards i they will have to be computed and recorded 
on the Ledger Cards at this time also. 

Type names and addresses on Statements and Cards. 
Also fill in blank distributions column headings on 
the Zero Proof Journals. 



Specific steps in pre- 
paration for posting 

1, insertion and alinement 
of forms 

2. Clearing the machine 

3. Setting the date 

4, Prelisting uf tapes 



The steps in preparation for posting are* 

• Insert and aline the Journal, the Statement, 
and the customer's Ledger Card, 

• Clear the line-of-entry register and the down- 
total registers . 

• Set the date. 

• Prepare prelist tapes as follows^ 

Group items on sales slips. 

Compute credits (if necessary, for cash 

receipts only). 
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The fonat for a Direct Proof Journal in Accounts EBQiimbli is identical to the 
forinat for Direct Proof Journal illustrated in the Accounts f^Ms section of 
this syllabus. See Fig. 3,1, 



^ SALES ZERO PROOF JOURNAL 


Old 
Balance 


Data/Ref, 


Drs. 


Balance 


Proof 
Pickup 


Dept, 
I 


Dept. 
11 


Dipt, 
III 


Dept. 
IV 


Code 


General 
Ledger 


Proof 
.00 



























Figure 4.1 
SALES ZERO PRflOF JOUF 



The format for a Cash Receipts Zero Proof Journal in Accounts Receivable is identical 
to the format for a Cash Disbursement Journal (Zero Proof) illustrated in the Accounts 
Payable section of this syllabus. See Fig. 3,3. 



CONTENT OUTLINE 



5, Opening of account • If the account balances are not already open^ 

balances open them now before posting any sales or 

receipts* The suggested methods and techniques 
are identical to those in Accounts Payable, 
Explain that this time you will also insert a 
Customer Statement with the Ledger Card. Include 
some credit balances. 

The steps in opening the accounts are: 

• Insert appropriate Journal. 

• Clear all registers. 

• Open -each customer account. 

• Take a Trial Balance (prove) ^ 

• Open Control Card account. 



IV, Direct Proof System Posting 
Procedures (optional) 

A* Posting charges 



1. Problem assignments 



A Direct Proof system for Accounts Receivable is 
very popular on the small numeric accounting 
machines. For your purposeSs it is a good way to 
introduce Accounts Receivable j but it is optional* 
The system is almost identical to Accounts Payable, 
but the Accounts Receivable clerk will seldom 
verify extensions on Invoices as the Accounts Pay- 
able clerk does. Also, in Accounts Receivable, a 
Statement is used — a form that is not used in 
Accounts Payable. Finally, in Accounts Receivable, 
the Checks received have already been computed by 
the customers as opposed to Accounts Payable where 
the discount and the amount to be paid are computed 
before posting. 

Assigning two problems of each type in Direct 
Proof (sales, returns. Checks and discounts) 
would be good. Include some multiple sales and 
some credit balance accounts. 



Again, if it is not possible to post a Direct 
Proof system on your machine, do 6 to 10 postings 
on paper with an adding machine. 

Even though a monthly Statement (to be sent to 
the customer) is used with the customer Ledger 
Card, no statement is used with the Control Card, 

2* Steps in posting Following are the steps in posting charges: 

charges 

a» Preliminary steps • Arrange Invoices alphabetically, ^ 

• Run Trial Balance tape of Invoices* 

• Arrange customer Statements and Ledger Cards 
alphabetically. 

• Insert program or set program for charges 
direct proof. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



b, Insarting of Journal 



• Insert Journal (Direct Proof), Fig. 3,1, 

• Set the date, 

• Clear all registers, 

• Pick up the balance of the first customer 



c. Inserting of Statement • Insert the first customer's Statenient and 



and Ledger Card 



d. Posting the rest of 
the Sales Slips 



Ledger Card. 
» Pick up date and reference number. 

• Pick up charge from Sales Slip, 

• Print balance (computed automatically). 

• Pick up original balance of first customer. 

• Charge from Sales Slip should print in 
proof (automatically) . 

• Post all the rest of the Sales Slips for 
the problem* 

• Clear the down-total proof register (Trial 
Balance) , 

• Post the Control Card. 



3. Error correction 



B* Posting sales returns 



1. Steps in posting 
returns 

a. Preliminary steps 



b. Inserting of Journal 



Errors are cofrected the same vvay as in Accounts 
Payable Direct Proof, 

The program for posting sales returns is the same 
as for charges. Also the procedure for posting 
purahas0 returns explained for Accounts Payable 
in a Direct Proof system (see p,29 in Section 3) 
are applicable here with some differences. The 
differences are (1) that sales returns are am 
m%nuB and purchase returns are ^ minus ^ and 
(2) the Statement is used with Accounts Payable 
but not with Accounts Receivable. Otherwise the 
posting of sale returns and purchase returns 
in a Direct Proof system, are identical. 

Following are the steps in the procedure for 
posting returns: 

• Arrange Credit Memos (Returns Slips) 
alphabetically, 

• Run a Trial Balance tape of all the returns. 

• Arrange Customer Statements and Ledger Cards 
alphabetically. 

• Insert the Direct Proof Journal, Fig. 3*1, 

• Set the date. 

• Clear all registers. 

• Pick up balance of first customer. 



c» Inserting of Statement « Insert first customer's Statement and Ledger 
and Ledger Card Card. 

• Pick up date and reference number. 



« So 



CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



Posting of the rest 
of the returns 



Pick up dollar amount of the returii ns ri 
am and enter it as a negative amount in the 
charges column. 

Print balance (computed automatically). 
Pick up original balance of first customer* 
Print return amount (automatically) in proof 
column . 

Post all the rest of the returns for this 
problem. 

Clear the down- total proof register (Trial 
Balance) , 

Post the total of the returns coded orn as a 
negative amount in the charges column of the 
Control Card. 



The amount from Return Slip should print in proof 
column in red as a minus amount. 

Point out particularly to those who have studied 
the accounting theory of Accounts Receivable and 
Accounts Payable j that the machines cannot 
distinguish between debits and credits, they 
can only add and subtract. 



Ei^ror correction 



Errors are corrected here the same as errors for 
charges , 



C, Posting receipts 



The Check received as a pa>TTient is coming from 
a customer who has already figured the amount of 
the discount and the amount of the Check. Therefore 
it will be necessary only to verify that he was 
entitled to the discount and to check his 
arithmetic. The Check will usually be posted 
even if it is in error so it can be deposited. 
Each company will have its own policy about this. 

The procedures for payments in Accounts Payable 
Direct Proof are applicable here except for the 
computation of the discount and Check. 



1. Steps in posting 
receipts 

a. Preliminary steps 



The steps for posting payments received are as 
follows: 

^ Arrange all of the Checks alphabetirally. 

• Run a tape of all the Checks and a tape of 
all the discounts taken, (These two totals 
will be posted to the Control Card later.) 

• Run a Trial Balance tape adding together the 
total of the Checks and the total of the 
documents . 

• Arrange the Customer Statements and Ledger 
Cards alphabetical ly, 

• Change the program, if necessary^ to stop 
in the credit column* 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



b, Insei^ting of Journal 



c. Inserting of Statement 
and Ledger Card 



Posting the rest of 
the receipts 



• Insert Direct Proof Journal, Fig, 

• Clear all registers. 

• Pick up balance of first customer. 



Insert first customer's Statement and Ledger 
Card . 

Pick up date and reference number. 

Pick up amount of Check (code CH) and amount 

of discount (code DS) in the credit column. 

Print balance (computed automatically). 

Pick up original balance of first customer. 

Print sum of Check and discount (automatically) 

in the proof column. 

Post all the rest of the Checks and discounts 
for this problem. 

Clear the do\vn-total proof register (called 
Trial Balance) . 

Post the total of the Checks (code CH) 
and the total of the discounts (code DS) 
in the credit column of the Control Card. 



Error correction 



The ;5um of Check and discount should print in 
proof in red as a minus amount. 

• Correct errors the same way as done for charges, 



V, Zero Proof System Posting 
Procedures 



Posting charges (sales) 
with distribution 
1. Method I (Posting with 
group- totaling) 



To open new accounts use the same cards as used 
for Direct Proof. This explanation will follow 
that for the Sales Zero Proof Journal (Fig, 4,1) 
as the best explanation of all sales Zero Proof 
systems. 



a. Coding Invoices 



For Method I^ do two problems involving approxi= 
mately six Invoices preferably with group ^totaling* 
(Multiple-posting the sales by departments in 
the distribution columns can be covered later^ in 
the third and fourth problems of Method II,) 

Remind the students that the extensions usually 
are not verified by the Accounts Receivable clerk. 
Therefore you are not asking the students to 
verify them. 

The steps in the procedure for coding Invoices 
are as follows: 

• Code the items sold on each Invoice by 
department, 

• Code the General Ledger miscellaneous items. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



b. Group-totaling of 
Invoice items 



See sample Invoice, Fig. 4.2, as an illustration 
of coding by department and by General Ledger 
account number. 

• On each Invoice group-total the various 
items on a tape by department number. 

The total of all sales for all departments should 
equal the gross total j for any given Invoice, 
Note the group totals on the front of each Invoice 
and attach the tape to the back of it. See the 
sample Invoicep 



c. Trial Balance tape 



Run a Trial Balance tape of the net amounts of 
the Invoices* 



Steps in the posting 
procedures 
(1) Preliminary 
steps 



The steps in the procedure for posting Invoices 
are as follows: 

• Arrange Invoices alphabetically, 

• Arrange the Customer Statements and Ledger 
Cards alphabetically, 

• Insert program or set program for Sales 
Zero Proof. 

• Insert the Sales Zero Proof Journal^ (Fig* 4,1) 

• Set the date. 



(2) Clearing the 
machine 

(3) Posting to 
customer^ s 
account and 
Journal 



(4) Posting to 
distribution 



(5) posting to the 
General Ledger 
columns of Journal 



Clear all registers (totals). 

Pick up balance of first customer. 

Insert first customer's Statement and Ledger 

Card. 

Pick up date and reference number. 

Pick up net charge from Invoice. 

Print balance (computed automatically). 

Pick up original balance of first customer. 

Pick up group total for Department I noted 
on Invoice, 

Pick up group total for Department II noted 
on Invoice, 

Pick up group total for Department III, 

Pick up group total for Department IV, 

Pick up code number of first General Ledger 
item* 

Pick up amount of first General Ledger item. 
(Reverse if subtracted on Invoice and 
activate with return button if more are to 
be posted,) 

Repeat two previous steps concerning General 
Ledger accounts until all General Ledger 
amounts have been posted. 

Print zeros (automatically) in proof column.. 
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ABC Company 
21 HoLt Street 
Boston^ MA 02140 
Sold toi Kings FurniturQ 



May 3, 1975 



Te rms 
3/10 



InvoiCG # 
401 



Quantity 



P.O. # 
625 



Shipped Via 
A.E. 



Salesman 
JCB 



Description 



Un it Price ^ount 



3 Beds #108A f 

3 Dreisers #108B - 

3 Tables #108C ^ 

2 Dining Tables #86A 
8 Dining Chairs #86B 
5 Sofas #616A^ 

10 Chairs #616B ^ 

3 Desk #S41T 



3l 



250.00 

150.00 
50.00 
300.00 
75.00 
400.00 
150.00 
ICIO.OO 



750.00 
450.00 
150.00 
600.00 
600,00 
2000.00 
1500.00 
SCfO.OO 



Gross 

Less: Trade Disc (10%) 
^^'\jJet Cost Goods 
lus Taxes 

' Transportation 
Coiiimission 



6,350.00 

635.00 



0f 



^ -'^oy NET 



55? 15 ,00 
250.00 
150,00 
100,00 



6^215.00 



Figure 4*2 
SAMPLE SALES INVOICE 

The sample Sales Invoice. above has been verified^ coded^ and grouped, (The 
extensions can be verified on an adding machine using the stepover method 
or by using a calculator^ Invoices Csimilar to the one above) obtained from 
local businesses can be very helpful as examples of those in use. 

Totals for each of the four departments are written in the circle at lower 
left for ease of posting in the department distribution columns (fox Method 
I). The tapes for grouping the sales by department should be attached to 
the back of the Invoice. 

The Roman numerals show the sales departments responsible for the items. 
The General Ledger, account numbers (509, 575, 569, and 431) are used for 
posting the miscellaneous items. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGBSTIONS 



On last General Ledger amount clon^t use return 
button but let the machine go through to the 
zero prdof column. After last General Ledger 
account is done, machine should automatically 
print ,00 in proof column if everything is 
correct. 

The teaching suggestions for Purchases Zero 
Proof Jouimal concerning error correction, Trial 
Balance, dosm totals, and Control Card (see 
section 3) also apply here for Sales Zero Proof. 
• Post all the rest of the Invoices for the 
problem. 

e. Obtaining down * • Clear all the down-total registers CTrial 
totals Balance). (One down total should match the 

Trial Balance tape,) Each department 
distribution column should have a down total. 
Depending on the capacity of the machine, it 
might be possible to obtain down totals from 
the machine for each code. 

f. Posting the Control • Post the Trial Balance down total to the 
Card Control Card, the department column down 

totals to the distribution columns of the 
Journal, and the code down totals to the 
General Ledger accounts column. You will 
arrive at zero for this entry in the proof 
column . 

Compare the steps in Purchases Zero Proof and 
Sales Zero Proof to demonstrate that they are 
basically the same. This does not mean that doing 
one will qualify you to do the other without 
practice. You should have the students practice 
Sales Zero Proof even thoiigh there are many 
similarities to the Purchases Zero Proof system. 
Actually doing Sales Zero Proof as well as 
Purchases Zero Proof builds confidence in the 
students that they can do both. 



2, Method II Method II for Sales Zero Proof follows the same 

(Posting without idea as Method II for Purchases Zero Proof 

group-totaling) (see section 3). Code the Invoices but do not 

group-total the departments on each Invoice. 
Instead, when the department distribution columns 
are reached while posting, multiple --post the 
sales of each department in the distribution 
columns . 



Do two problems including approximately six 
invoices for Method II. Use the same program 
as in Method I, 
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CONTENT DETAILS AND TEACHING SUGGESTIONS 



a. Coding Invoices • Code Invoices by department and General Ledger 

account numbers, 

b. Trial Balance tape • Run a Trial Balance tape of the Invoice net 

amounts . 



Steps in posting The steps in the posting of Invoices are as follows; 
an Invoice • Arrange Invoices alphabetically. 

* Arrange Customer Statements and Ledger Cards 
alphabetically* 

* Insert Sales Zero Proof Journal, I'ig. 4.1. 

* Set the date. 



(1) Clearing the 
machine 

(2) Posting to cus-^ 
tomer*s account 
and Journal 



Clear all the registers. 

Pick up balance of first customer* 

Insert first customer's Statement and Ledger 

Card. 

Pick up date and reference numbei% 

Pick up net charge from Invoice. 

Print balance Ccomputed automatically). 

Pick up original balance of first customer. 



(3) Posting to dis- 
tribution column 
of Journal 



Multiple-post sales for Department I. 
Multiple-post sales for Departments 11^ 111, and 
IV. 



(4) Posting to General* Pick up General Ledger codes and amounts. 
Ledger columns of • Print zeros (automatically) in proof column. 
Journal 

Errors are corrected the same way as in Method I, 
• Post all the rest of the Invoices for this 
problem. 



(5) Error correc- 
tion 



Obtaining down 
totals 

Posting Control 
Card 



• Clear the down^total register CTrial Balance) 

• Post the Control Card. [The Trial Balance 
and Control Card are done as in Method 1.) 



Posting credits (cash • Post the credits* The Checks and Remittance 

receipts) with distri- Slips now to be posted should be those in 

bution payment of Invoices previously posted. 

Return Slips and remittance advices will have to 
be prepared for the Invoices posted in the previous 
section. 



Use the Statements and Ledger Cards from the sec- 
tion on posting charges in Accounts Receivable. 
Explain how to verify the computation of the Check 
with the aid of the customer's Remittance Slip. 
Point out that the Accounts Receivable clerk might 
be responsible for doing this, but often someone 
else in the company will do it. 
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CONTENT OUTLINE 



CQNTENT DETAILS AND TEACHING SUGGESTIONS 



1. Preparation for 
posting 

a. Computing credits 
to be posted 



(1) Tape of credits 



Four problems of 6 to 10 remittance advices should 
be prepared and posted following these steps. 

Following are the steps in preparing for posting 
credits : 

• Arrange the remittance advices and Checks to be 
posted alphabetically. 

• Pull the Invoices to be paid from the files. 

• Obtain approval for discrepancies between the 
Invoice and Remittance Slip figures. 

• Pull any sales returns (credit memos) connected 
with Invoices to be paid. 

• Add: 

The amount of the Check, 

The amount of the returns. 

The amount of the discount, and 

The approvals on the remittance advice. 

Use an adding or calculating machine to compute 
the total credit to be posted to each customer's 
account. The total of these amounts is the credit 
to be posted to the customer's account later. 

On some machines, the total credit will be posted 
automatically by the picking up of the amounts 
that make up the credit in the distribution 
columns. In that case a total credit tape need not 
be run. 



(2) Labeling the 
tape of credits 



b* Trial Balance tape 



2. Posting credits 



• Label this tape of credit for posting as follows: 

The amount of the check ^ Bank 
The amount of the returns = Returns 
The amount of the discount = Discount 
The approvals : . 

Transportation ^ Freight Adjustment 

Any other approval adjustments: use the 

General Ledger account number 

Attach the tape of credit to the remittance advice. 

* Run a Trial Balance tape of all the credits for 
the same reasons that you did in cash disburse- 
ments , 

Again, as for Cash Disbursements Zero Proofs only 
One amount - — the total credit due a customer — 
is posted in the credit column of the Statement 
and Ledger Card. The amounts that make up that 
credit are posted in the distribution columns. 
Therefore, label the tape of credits carefully. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



Have the students post onty the anioimts on that 
tape with the exception of the old balance and 
possible verification factors from the Ledger 
Card, 

Depending on the make and model of machine, the 
arrangement and order of picking up the various 
amounts may differ. Basically^ however, what has 
to be done on all machines is illustrated in this 
material. 



Steps for posting 
Credits 

(1) Preliminary 
steps 



(2) Clearing of 
machine 

(3) Posting to the 
customer account 
and the Journal 



C4) Posting to the 
distribution 
columns of the 
Journal 



(S) Posting to the 
General Ledger 
accounts of the 
Journal 



Tlxis outline explains the foriTiat for the Cash 
Receipts Zero Proof Journal, 

Following are the steps for posting credits: 

• Arrange the Customer Statements and Cards 
alphabetically, 

• Insert the program or set the program for Cash 
Receipts Zero Proof on the accounting machine. 

^ Insert the Cash Receipts Zero Proof Journal 
form which is similar to the Cash Disbursements 
Zero Proof Journals Fig* 3,3, 

• Set the date, 

• Clear all the registers (totals), 

• Pick up the balance of the first customer. 

• Insert the first customer's Statement 
and Ledger Card, 

• Pick up the date and reference number, 

• Pick up total credit due the first customer. 

• Print balance (computed automatically)* 

• Pick up original balance of first customer, 

• Pick up the amount of the Check in the Bank 
column. 

• Pick up the amount of the returns in the 
Returns column, 

• Pick up the amount of the cash discount in 
the Discount column, 

• Pick up the amount of any transportation 
to be credited in a distribution column 
called Freight Adjustment, 

• Pick up the code number of any General Ledger 
amounts to be posted, 

• Index amount of first General Ledger item. 
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CONTENT OUTLINE 



CONTENT DSTAILS AND TEACHING SUGGESTIONS 



(6) Error correc- 
tions 



3. Obtaining down totals 



4* Posting to the Control 
Card 



Revorse this if it is subtracted on the tape of 
credit and nctivato with return button if more is 
to be posted, 

* Repeat the two previous steps concerning 
General Ledger accounts until all General 
Ledger amounts have been posted. 

* Print zeros (automatically] in the proof column. 

On the last General Ledger account amount don^t 
use the return button; let the machine go through 
to the zero proof column. After the last General 
Ledger account is done, the machine should auto- 
matically print zeros in the proof column if 
everything is correct. 

• Correct the same way as zero proof charges 
for either purchases or sales. 

• Post the credit and distribute the credit for 
each of the other customers from whom a check 
was received, 

* Clear down-total registers (Trial Balance), 
(This Trial Balance procedure is the same as 
for the Zero Proof system for purchases in 
Section 3) ^ 

• Post the total of all the credits to the Control 
Card, the down totals of the distribution 
columns to the Journal j and the code down totals 
to the General Ledger accounts. You should 
arrive at zero in the proof column for this 
entry as before. 
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OBJECTIVES 

Upon completion of this section, the student will bo able to: 

1. Prepare invoices on an accounting machine (optional) 

2. Perform a bill and post application on an accounting machine (optional) 



CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



I, Machine Forms 



This section of the course is optional, Wiether 
or not you include it depends on the amount of 
time available. 



A* Customer Invoice 



Billing can be a separate operation or can be 
coupled with posting to customers' accounts. 
Billing alone will be covered here. Billing and 
posting in combination will be explained afterward. 

Source documents are customers' Purchase Order^ 
Salesmen's Orders, and Telephone Orders. IVe 
suggest that you use 6 to 10 Invoices for this 
problem if there is time and if the proper 
programs are available. 

Usually the blank Invoices come preprinted on a 
large roll that can be inserted in the machine* 



B. Customer Monthly Statement, IVIien billing and posting are combined, the State- 



Ledger Card, and Journal 



II. Entry of Billing Data 



mentj Ledger Card, and Journal described for the 
Direct Proof system are used. (See section 4^ 
Accounts Receivable * ) 



A. Preparation for posting 



B. Billing 

1. Clearing the machine 

2. Typing Invoice infor- 
mation 



The steps in preparing for billing are: 

• Arrange source documents alphabetically. 

• Insert roll of Invoices into machine. 

• Insert program and constants (if any) for 
billing. 

• Set the date (s) , 

The steps in billing are: 

• Clear all registers, 

• Type the name and address of the first customer 
on the first Invoice . 
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CONTENT OUTLINl: 



CONTIiNT DETAILS AND TEACHING SUGGOSTIONS 



3. ExtGnSLon coinputation 
for mGrchanidse sold 



4, Obtaining gross total 

5. Computing discounts 



• Typo all of the other pertinent data on the 
Invoice head Lng , Thi s includes : 

Data shipped 

Customor account number 

Terms 

Invoice number 
Purchase Order number 
Shipped via 
Salesman ' s name 

Some of the pertinent data can be entered automatically 
depending on the capacity of your machine. Tliis 
might include dates, Invoice numbers, and terms, 
Mien billing is done alone^ the posting to the 
customer's statement and Cnrd would be done later 
in a separate operation. 

• Pick up the quantity of the first item sold. 

• Type in the description of the first item* 

• Pick up the unit price of the first item, 

» Print extensions Ccomputed automatically)* 

Billing is basically the mathematical preparation 
by an accounting machine of an Invoice, Essentially 
the quantity 5 description, and unit price of each 
item sold is entered on the Invoice, the extension 
is computed, and the machine moves to the next 
item. The machine will total the extensions to 
arrive at the gross amount of the Invoice. 

• Repeat above three steps for each item on the 
Invoice, 

• Obtain the gross total after the last item has 
been posted, 

• Compute and subtract discounts. 



6* Computing taxes and 
other expenses 

7* Obtaining net total 



Depending on the 
can be computed 
or on the gross 
Some machines ca 
freight, and oth 
the net cost of 

• Compute sal 
such as frei 
tax. 

• Arrive at th 

• Repeat this 
of the order 



capacity of the machine, discounts 
on each item entitled to a discount 
amount of the entire Invoice, 
n also compute sales taxes, and 
er expenses can be figured into 
the Invoice, 

es tax, if necessary. Add expenses 
ght, commission, and the sales 

e net amount of the Invoice, 
entire procedure for all the rest 
s . 



C. Billing and posting 
(combined) 



Billing and posting is a combination of billing 
and a type of Direct Proof system. After completing 
the Invoice, the operator moves on to the sales 
Journal side of the machine and proceeds to post 
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CONTENT OUTLINO 



CONTENT DETAILS AND TnACIilNG SUGGESTIONS 



1* Steps in billing and 
posting (combined J 
(a) Preliminary steps 



the Invoice just coniputod to thQ customer *s 
account (Statement and Card), Usually the customer's 
naino is ty\wd (or tyi^cd automatically) on the 
left side of the Journal and at that |uiint the 
machine posts the Invoice just computed to the 
Statement, Card, and Journal. If time and the program 
of your machine permit, have the students do 6 
to 10 Invoices. 

The steps in billing and posting are; 

• Arrange source documents alphabetically/ 
« Insert roll of Invoices, 

• Insert program, formulas, and constants. 
« Set the date (s) . 

• Insert the Journal. 

• Insert the first customer's Statement and Card. 



(b) Clearing the 
machine 

(c) Posting step 



(d) Billing steps 



(e) Posting steps 



• Clear all registers. 

• Pick up the customer's old balance (and 
possibly some proof or verification factors ) . 

• Type the heading on the Invoice, 

• Pick up the quantity of first item. 

• Type description of first item. 

• Pick up the unit price of first item. 

• Print extensions (computed automatically)* 

• Repeat above three steps for each item on 
the Invoice. 

• Obtain the gross for that Invoice. 

• Compute and subtract discounts, 

• Compute and add expenses, 

• Arrive at the net for the Invoice, 

• Type customer's name on Sales Journal, 

The date, reference number, debits (charges) ^ new 
balance j and proof are all automatically computed 
at this time and printed on the Statement, Card, 
and Sales Journal. 

• Repeat this procedure for all the other orders. 

• Update the Control Card. 
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OBJECTTVES 

Upon completion of this section, the student will b© able to do an age analysis 
of cus comers' accounts on an accounting machine. 



CONTENT OUTLINE 



I. Machine Forms 



A, Customer Statement 



B. Tallyroll CJournal 

tape) 



C. Customer's Ledger Card 



II, Entry of Statement and 
Analysis Data 
A. Preparation for postini 
1. Insertion of forms 



2, Monthly Customer 

Statements 

3. Customers* Ledger 
Cards 



CONTONT D ETAILS AND TEACHING SUGGESTIONS 

This section is an optional one. Whether you should 
cover it in this course* depends upon the amount of 
time available and the capacity of your machines. 

Age analysis includes two elements. One is the 
preparation of a new Customer Statement with a 
balance forward in place of a Statement just 
mailed. The other element is an analysis of the 
balance of the customer's account over the last 
four or five months. 

The Tallyroll is the report form upon which the 
analysis is done^ which takes the place of the 
Journals It is usually a wide blank roll of paper 
with carbon that is inserted where the Journal 
usually goes, and is attached like an adding machine 
tape to the machine. It can have printed column 
headings . 

No new entries are made on the customer's Ledger 
Card, It serves instead as the source document 
for doing the age analysis of Accounts Receivable, 

The forms described above are used as follows- 



Demonstrate how to insert and aline forms. Have 
the students practice this so they will have 
mastered it when they do an actual age analysis. 
The forms to practice on are the Tallyroll 
(Journal tape) and the Customer Statement. 

• Prepare new statements for use during the age 
analysis procedure. Type names and addresses 
on them, 

• Pull all the customer's Ledger Cards from the 
files. 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



B. Posting and analyzing 



If you decide to teach this section on a vocational 
proficiency level, have the students do three or 
four problems. Include 6 to 10 customers in each 
for analysis and preparation of statements. 

The procedures explained below are intended to 
explain the basics of a trial balance-age analysis 
of accounts. There are many versions of how this 
analysis is done depending on the policy a company 
has . 



Steps in posting 

a. Preliminary steps 



Following are the steps in posting: 

• Arrange new Statements alphabetically, 

• Arrange customer Ledger Cards alphabetically. 

• Insert Tallyroll into machine* 



b* Clearing of machine 
c. Posting to the State- 
ment 



Steps in analyzing 
a* Analysis considered 
current 



Analysis considered 
30 days old 

Analysis considered 
60 days old 
Analysis considered 
90 days old 
Analysis considered 
over 90 days old 



• Clear all registers. 

• Insert first Customer Statement. 

• Pick up customer's balance C^nd possibly 
a verification factor) from Ledger Card. 

Following are the steps in analyzing: 

• Pick up in the current columji the customers' 
charges which were charged within the preceding 
month. (Such charges are called "current,") 



If this analysis is being done on the first of the 
month, the charges for ttiis month might be picked 
up as ''very current" amounts. If such charges 
have been picked up, the previous month's charges 
would be picked up as aurrent in the aurrent 
column.] 

• Pick up, the customer's 
in the 30-day column , 

last is . 30- days old. ) 

• Pick up the customer's 3-month-old charges 
in the 60-day column. 

• Pick up the customer's 4-month-old charges 
in the 90-day column, 

• The over-90-day amount will be done auto- 
matically by the accounting machine. (After 
90 days the amounts are consolidated into a 

a group called "over 90 days*" Some compan es 
will not bother with current analysis, while 
others will be interested only in current^ 30, 
and 60 days or more.) 

• Analyze the accounts of all the other customers, 

• Follow the previous gt-npg tn fmfny?^ pnrh 

customer. Place each Statement with the 
customer's Ledger Card in the file after they 
have been used. 



2-month-^old charges 
(The month before 
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CONTENT OUTLINE 



CONTENT DETAILS AND TEACHING SUGGESTIONS 



f, Down totals • After the account of the last customer has 

been analyzed^ the Trial Balance and the 
balance-colunm down total should equal the Control 
Card amount* 

• Obtain the down-colunm totals for the current, 
30 J 60, 90 J and over-90-day columns. 
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